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ProspectsProspects

�� How Do They Find Us?How Do They Find Us?
Enter Website from Enter Website from ––
Georgia Tech Home PageGeorgia Tech Home Page
Departmental WebsiteDepartmental WebsiteDepartmental WebsiteDepartmental Website
Graduate Admissions SiteGraduate Admissions Site

All Tie Into Graduate ApplicationAll Tie Into Graduate Application



Just Around the Corner!Just Around the Corner!

�� Contact ManagerContact Manager
Located on Graduate Admissions Located on Graduate Admissions 
Website but Linked from Georgia Website but Linked from Georgia 
Tech Home Page and All Tech Home Page and All Tech Home Page and All Tech Home Page and All 
Departmental WebsitesDepartmental Websites

Ability to capture information about Ability to capture information about 
prospective students, communicate with prospective students, communicate with 
them, and track them throughout the them, and track them throughout the 
admissions processadmissions process



Admissions Process OverviewAdmissions Process Overview

1.1. Application (CollegeNet)Application (CollegeNet)
2.2. Download Data (Into Download Data (Into 

BANNER)BANNER)
Download PDF (Into BANNER)Download PDF (Into BANNER)3.3. Download PDF (Into BANNER)Download PDF (Into BANNER)

4.4. PDF loaded to ERMXtender PDF loaded to ERMXtender 
creating imagecreating image

Available to Department by 10 am Available to Department by 10 am 
on day following submissionon day following submission



Admissions Process OverviewAdmissions Process Overview

5.5. Image Documents As Image Documents As 
Received . . . .Received . . . .
Bachelor’s Transcript(s)Bachelor’s Transcript(s)

Graduate Transcript(s)Graduate Transcript(s)Graduate Transcript(s)Graduate Transcript(s)
Degree DocumentsDegree Documents
Residency InformationResidency Information
Financial DocumentsFinancial Documents
Etc.Etc.



Admissions Process OverviewAdmissions Process Overview

6.6. Letters of RecommendationLetters of Recommendation
Received Online from Received Online from 
CollegeNet daily in .pdf formatCollegeNet daily in .pdf format

Downloaded via ERMXtender Downloaded via ERMXtender 
and image available to and image available to 
department by 10 am on day department by 10 am on day 
following submissionfollowing submission



Admissions Process OverviewAdmissions Process Overview

7.7. International ApplicantsInternational Applicants
When When Bachelor’s transcriptBachelor’s transcript is imaged . . . Graduate is imaged . . . Graduate 
Admission creates Preliminary Evaluation Request and Admission creates Preliminary Evaluation Request and 
forwards it to Departmentforwards it to Department..

8.8. US/Permanent Resident ApplicantsUS/Permanent Resident Applicants8.8. US/Permanent Resident ApplicantsUS/Permanent Resident Applicants
When When Bachelor’s transcriptBachelor’s transcript is imaged . . . Graduate is imaged . . . Graduate 
Admission completes an evaluation and creates an Admission completes an evaluation and creates an 
Action Sheet which is dropped into the applicant’s Action Sheet which is dropped into the applicant’s 
images to be accessed by the Departmentimages to be accessed by the Department



Admissions Process OverviewAdmissions Process Overview

PRELIMINARY EVALUATIONPRELIMINARY EVALUATION
(International Applicants Only)(International Applicants Only)

Department Action RequiredDepartment Action Required
A.A. Interest Interest –– sign and return to Graduate Admissions sign and return to Graduate Admissions 

indicating interestindicating interestindicating interestindicating interest

B.B. No Interest No Interest –– generate decline letter and mail to generate decline letter and mail to 
applicant applicant –– sign Preliminary Evaluation Request sign Preliminary Evaluation Request 
indicating indicating no interestno interest and attach copy of decline letter and attach copy of decline letter ––
return to Graduate Admissionsreturn to Graduate Admissions



Admissions Process OverviewAdmissions Process Overview

Preliminary EvaluationPreliminary Evaluation
(International Applicants Only)(International Applicants Only)

Graduate Admissions Action RequiredGraduate Admissions Action Required
A.A. Scan returned/signed document(s) into Scan returned/signed document(s) into A.A. Scan returned/signed document(s) into Scan returned/signed document(s) into 

imaging systemimaging system
B.B. If “interest” has been indicated, fully If “interest” has been indicated, fully 

evaluate credentials and prepare Action evaluate credentials and prepare Action 
Sheet.Sheet.

C.C. If “no interest” has been indicated, enter If “no interest” has been indicated, enter 
decline decision in BANNER.decline decision in BANNER.



Admissions Process OverviewAdmissions Process Overview
ACTION SHEETACTION SHEET
(International & US/Permanent Resident)(International & US/Permanent Resident)

9.9. Full Evaluation of Credentials by Full Evaluation of Credentials by 
Graduate Admissions Graduate Admissions –– Image for Image for 
department pickdepartment pick--upup

�� Calculate GPA according to GIT policyCalculate GPA according to GIT policy
�� Determine Equivalency of Degree AwardedDetermine Equivalency of Degree Awarded
�� Check for Accreditation of institution awarding Check for Accreditation of institution awarding 

degreedegree
�� Verify Test ScoresVerify Test Scores
�� Determine additional documents needed before Determine additional documents needed before 

matriculationmatriculation
�� Gives department clearance from the institute to Gives department clearance from the institute to 

admit applicant for admit applicant for termterm (i.e., Fall 2006) and (i.e., Fall 2006) and levellevel
(Masters, PhD, Special Non(Masters, PhD, Special Non--Degree)  indicated on Degree)  indicated on 
the action sheetthe action sheet



Admissions Process OverviewAdmissions Process Overview
Action SheetAction Sheet
(International & US/Permanent Resident)(International & US/Permanent Resident)

Department Action Required Department Action Required –– Until this Until this 
document is received, the applicant is not document is received, the applicant is not 
eligible for consideration for admission.eligible for consideration for admission.

A.A. Committee Review and DecisionCommittee Review and Decision
B.B. Sign Action SheetSign Action Sheet

Admit (full/conditional) Admit (full/conditional) –– generate departmental generate departmental C.C. Admit (full/conditional) Admit (full/conditional) –– generate departmental generate departmental 
letter to applicant.  Sign Action Sheet, attach copy letter to applicant.  Sign Action Sheet, attach copy 
of letter, return to Graduate Admissionsof letter, return to Graduate Admissions

D.D. Decline Decline –– generate departmental denial letter to generate departmental denial letter to 
applicant.  Sign Action Sheet, attach copy of letter, applicant.  Sign Action Sheet, attach copy of letter, 
return to Graduate Admissionsreturn to Graduate Admissions

IMPORTANT!!!!!IMPORTANT!!!!!
Send Action Sheet and decision letter to Graduate Send Action Sheet and decision letter to Graduate 

Admissions at the SAME TIME letter is mailed Admissions at the SAME TIME letter is mailed 
to applicantto applicant



Admissions Process OverviewAdmissions Process Overview
Action SheetAction Sheet
Graduate Admissions Action RequiredGraduate Admissions Action Required
A.A. Scan returned/signed document(s) into Scan returned/signed document(s) into 

imaging systemimaging system
B.B. Admit Admit –– Enter Admission Decision into Enter Admission Decision into B.B. Admit Admit –– Enter Admission Decision into Enter Admission Decision into 

BANNER.  Update list of additional BANNER.  Update list of additional 
documents needed.  Generate Institute documents needed.  Generate Institute 
Acceptance Letter and mail to applicant. Acceptance Letter and mail to applicant. 

C.C. Decline Decline –– Enter Decline Decision into Enter Decline Decision into 
BANNER.  Update list of required BANNER.  Update list of required 
documents still missing from file. documents still missing from file. 



Admissions Process OverviewAdmissions Process Overview

Action SheetAction Sheet
Positive Admission Decision entered Positive Admission Decision entered 

into BANNER gives the applicant into BANNER gives the applicant 
access to self service online access to self service online –– allows allows access to self service online access to self service online –– allows allows 
them to apply for housing, allows them to apply for housing, allows 
them to apply for parking, allows them to apply for parking, allows 
them to access other information them to access other information 
available only to admitted applicants available only to admitted applicants 
prior to becoming enrolled students.prior to becoming enrolled students.



Admissions Process OverviewAdmissions Process Overview

Every Application Has a Every Application Has a 
Beginning AND an End Beginning AND an End –– each each 
term.term.

An application MUST either be An application MUST either be An application MUST either be An application MUST either be 
ended withended with
AdmitAdmit
DeclineDecline
CancelCancel



Admissions Process OverviewAdmissions Process Overview

�� Admit Admit –– both the institute and both the institute and 
department offer admission to the applicantdepartment offer admission to the applicant

�� Decline Decline –– the applicant is not the applicant is not 
admissible to the institute (i.e., if TOEFL admissible to the institute (i.e., if TOEFL admissible to the institute (i.e., if TOEFL admissible to the institute (i.e., if TOEFL 
score is below minimum, etc.) or the score is below minimum, etc.) or the 
department does not wish to admit the department does not wish to admit the 
applicantapplicant

�� Cancel Cancel –– may be initiated by applicant, may be initiated by applicant, 
institute or departmentinstitute or department



Admissions Process OverviewAdmissions Process Overview
ADMITADMIT
�� Must admit for term and level Must admit for term and level 

indicated on Action Sheetindicated on Action Sheet

�� May be Full or ConditionalMay be Full or Conditional

�� Content of letter sent to applicant by Content of letter sent to applicant by 
department must reflect the correct department must reflect the correct 
term, level and status indicated on term, level and status indicated on 
the action sheet the action sheet –– if conditional, must if conditional, must 
state condition.state condition.

THERE IS NO SUCH THING AS THERE IS NO SUCH THING AS 
DEFERRED ADMISSION!DEFERRED ADMISSION!



Admissions Process OverviewAdmissions Process Overview
DECLINEDECLINE
�� This is the “department’s” decision, This is the “department’s” decision, 

NOT the applicants response.NOT the applicants response.

�� There are several categories for There are several categories for 
decline on the action sheet decline on the action sheet –– one one decline on the action sheet decline on the action sheet –– one one 
must be checked.must be checked.

�� While the decline letter may be While the decline letter may be 
“generic,” it is important to remember “generic,” it is important to remember 
that the applicant may request more that the applicant may request more 
specific information about the specific information about the 
decision and does have the right to decision and does have the right to 
appeal the decision.appeal the decision.



Admissions Process OverviewAdmissions Process Overview
CANCEL CANCEL –– PART 1PART 1
This may happen at any point during the This may happen at any point during the 

process.  If a Preliminary Evaluation process.  If a Preliminary Evaluation 
Request or Action Sheet has been issued, Request or Action Sheet has been issued, 
the cancellation should be indicated on the the cancellation should be indicated on the 
form and the form returned to Graduate form and the form returned to Graduate 
Admissions.  If neither has been issued, an Admissions.  If neither has been issued, an Admissions.  If neither has been issued, an Admissions.  If neither has been issued, an 
email to Graduate Admissions will be email to Graduate Admissions will be 
acceptable.  An applicant may also request acceptable.  An applicant may also request 
that his/her application be cancelled by that his/her application be cancelled by 
sending an email to Graduate Admissions sending an email to Graduate Admissions 
–– the department will be notified if this the department will be notified if this 
should occur.  Or, Graduate Admissions should occur.  Or, Graduate Admissions 
may cancel an application for may cancel an application for 
administrative reasons.administrative reasons.



Admissions Process OverviewAdmissions Process Overview
CANCEL CANCEL –– PART 1 PART 1 

CONTINUEDCONTINUED
Codes Used for these type cancellations could Codes Used for these type cancellations could 

include:include:

� C3 = Cancelled – Incomplete FileC3 = Cancelled – Incomplete File
� C4 = Cancelled – Other
� C5 = Cancelled – Changed Term
� C6 = Cancelled – Changed Major
� C7 = Cancelled – Accepted – Applicant Declined      

Offer
� C8 = Cancelled – Applicant Withdrew 

Application
� C9 = Cancelled – Applicant Changed Level



Admissions Process OverviewAdmissions Process Overview

CANCEL CANCEL –– PART 2PART 2
After Registration for the term After Registration for the term 

closes, Graduate Admissions closes, Graduate Admissions 
runs several processes that runs several processes that runs several processes that runs several processes that 
cancel any open applications.  cancel any open applications.  
These processes place the These processes place the 
following codes on applicant following codes on applicant 
records.records.



Admissions Process OverviewAdmissions Process Overview

CANCEL CANCEL –– PART 2 CONTINUEDPART 2 CONTINUED

� C1 = Cancelled – NO DECISION
� C2 = Cancelled – Accepted – Did 

Not Enroll
C2 = Cancelled – Accepted – Did 
Not Enroll

No applications for a given term
may remain active after the close
of registration for that specific
term.



Admissions Process OverviewAdmissions Process Overview

REACTIVATIONREACTIVATION
�� An Application can be reactivated for up to An Application can be reactivated for up to 

one full academic year from the term it was one full academic year from the term it was 
originally submitted (i.e., Fall 2007 is good originally submitted (i.e., Fall 2007 is good 
through Fall 2008, etc.)through Fall 2008, etc.)through Fall 2008, etc.)through Fall 2008, etc.)

�� Whether or not this will be done is at the Whether or not this will be done is at the 
sole discretion of the department.  sole discretion of the department.  

�� The applicant must request reactivation The applicant must request reactivation 
from the admitting department.  However, from the admitting department.  However, 
there is no “obligation” on the part of the there is no “obligation” on the part of the 
department to do so.department to do so.



Admissions Process OverviewAdmissions Process Overview

REACTIVATION REACTIVATION 

Form Form –– Departmental Request For ChangeDepartmental Request For Change
must be submitted by the department to must be submitted by the department to must be submitted by the department to must be submitted by the department to 
Graduate AdmissionsGraduate Admissions

Form will be scanned into the imaging system Form will be scanned into the imaging system 
and processed as a new application (in lieu and processed as a new application (in lieu 
of a new application form) for the new termof a new application form) for the new term



Admissions Process OverviewAdmissions Process Overview
REACTIVATIONREACTIVATION
Department has options!Department has options!

1.1. Reactivate and AdmitReactivate and Admit –– If the applicant was If the applicant was 
admitted for a previous term but was unable to admitted for a previous term but was unable to 
enroll, the department MAY choose to reactivate enroll, the department MAY choose to reactivate 
and application and admit the applicant for the new and application and admit the applicant for the new 
term without further review.   If this option is chosen, term without further review.   If this option is chosen, term without further review.   If this option is chosen, term without further review.   If this option is chosen, 
there is a box in the center of the form that must be there is a box in the center of the form that must be 
signed indicating that an admission is desired.  The signed indicating that an admission is desired.  The 
department must generate an acceptance letter, department must generate an acceptance letter, 
send it to the applicant, and forward a copy send it to the applicant, and forward a copy 
attached to the Departmental Request for Change attached to the Departmental Request for Change 
to Graduate Admission.  Graduate Admissions will to Graduate Admission.  Graduate Admissions will 
scan the document(s) into the imaging system, will scan the document(s) into the imaging system, will 
enter the appropriate admission decision into enter the appropriate admission decision into 
BANNER, and generate an institute acceptance BANNER, and generate an institute acceptance 
letter.letter.



Admissions Process OverviewAdmissions Process Overview
REACTIVATIONREACTIVATION
Department has options!Department has options!

2.2. Reactivate and Reconsider (Not Previously Reactivate and Reconsider (Not Previously 
Admitted)Admitted) –– A new application will be entered into BANNER A new application will be entered into BANNER 
by Graduate Admissions and processing will occur just as it by Graduate Admissions and processing will occur just as it 
would with a new application based on documents received and would with a new application based on documents received and 
whether or not the applicant is international or US/Permanent whether or not the applicant is international or US/Permanent 
Resident.Resident.

3.3. Reactivate and Reconsider (Previously Admitted)Reactivate and Reconsider (Previously Admitted)
–– Even though an applicant was admitted previously, THERE IS Even though an applicant was admitted previously, THERE IS 
NO DEFERRED ADMISSION and the department may choose NO DEFERRED ADMISSION and the department may choose 
to reto re--evaluate the applicant along with the applicant pool for the evaluate the applicant along with the applicant pool for the 
new term.  This is solely the decision of the department.  In this new term.  This is solely the decision of the department.  In this 
case, the box in the center of the Departmental Request for case, the box in the center of the Departmental Request for 
Change form WOULD NOT be signed.  Graduate Admissions Change form WOULD NOT be signed.  Graduate Admissions 
will issue a Preliminary Evaluation Request Form or Action will issue a Preliminary Evaluation Request Form or Action 
Sheet depending on whether or not the required documents are Sheet depending on whether or not the required documents are 
in the system and whether or not this is an International or in the system and whether or not this is an International or 
US/Permanent Resident applicant.US/Permanent Resident applicant.



Admissions Process OverviewAdmissions Process Overview

REACTIVATIONREACTIVATION

Immediately Immediately –– DO NOT WAIT!DO NOT WAIT!
As soon as a decision has been made by the applicant and/or department to As soon as a decision has been made by the applicant and/or department to 

postpone admission for an applicant, a departmental request for change postpone admission for an applicant, a departmental request for change 
should be sent to Graduate Admissions.should be sent to Graduate Admissions.should be sent to Graduate Admissions.should be sent to Graduate Admissions.

Why Immediately?  Why Immediately?  
Applicants watch status checking online to see what is happening with their Applicants watch status checking online to see what is happening with their 

account.  If they don’t see the change noted, they start to call and email account.  If they don’t see the change noted, they start to call and email 
asking why their information has not been updated.  Also, they have a asking why their information has not been updated.  Also, they have a 
Georgia Tech email account that will be deleted and all their email lost if Georgia Tech email account that will be deleted and all their email lost if 
their application is declined or cancelled their application is declined or cancelled –– if they are accepted or if they are accepted or 
reactivated, everything stays in tact for them.  It is very upsetting to them reactivated, everything stays in tact for them.  It is very upsetting to them 
when they have been told by the department that they will be allowed to when they have been told by the department that they will be allowed to 
attend in another term and then all their services are turned off and their attend in another term and then all their services are turned off and their 
email lost.  Gives Georgia Tech a big black eye!!!!!email lost.  Gives Georgia Tech a big black eye!!!!!



Admissions Process OverviewAdmissions Process Overview
When an Applicant is Admitted, When an Applicant is Admitted, 

Graduate Admissions . . . .Graduate Admissions . . . .
1.1. Sends an Institute Acceptance Letter Sends an Institute Acceptance Letter –– An applicant is An applicant is 

not OFFICIALLY admitted until this is donenot OFFICIALLY admitted until this is done

2.2. Sends the applicant information about:Sends the applicant information about:
HousingHousing
ParkingParkingParkingParking
Health/Medical IssuesHealth/Medical Issues
Instructions for Using SelfInstructions for Using Self--ServiceService

3.3. Corresponds With Applicant About Their Decision to Corresponds With Applicant About Their Decision to 
Attend or NotAttend or Not

4.4. Sponsors and manages Graduate Orientation, Sponsors and manages Graduate Orientation, 
GradExpoGradExpo, and the hiring process for GRA’s and GTA’s, and the hiring process for GRA’s and GTA’s

5.5. Corresponds with newly admitted applicants about Corresponds with newly admitted applicants about 
various other issues and acts as liaison for them with various other issues and acts as liaison for them with 
other departments and services on campusother departments and services on campus



Admissions Process OverviewAdmissions Process Overview

When an applicant decides not to accept Georgia Tech’s When an applicant decides not to accept Georgia Tech’s 
offer of admission and notifies the department, Graduate offer of admission and notifies the department, Graduate 
Admissions should be notified IMMEDIATELY of this.  A Admissions should be notified IMMEDIATELY of this.  A 
cancellation code indicating that the applicant did not cancellation code indicating that the applicant did not 
accept the offer will be entered into BANNER.accept the offer will be entered into BANNER.

Graduate Studies stays in contact with applicants from the Graduate Studies stays in contact with applicants from the Graduate Studies stays in contact with applicants from the Graduate Studies stays in contact with applicants from the 
time they are admitted until they arrive on campus for time they are admitted until they arrive on campus for 
orientation.  Many become annoyed when they are orientation.  Many become annoyed when they are 
contacted because they say they “told the department contacted because they say they “told the department 
weeks ago I wasn’t coming” and don’t understand why the weeks ago I wasn’t coming” and don’t understand why the 
institute still thinks they are attending.institute still thinks they are attending.

Black Eye Number Two!!!!! Black Eye Number Two!!!!! –– doesn’t help recruit them for a doesn’t help recruit them for a 
future degree!!!!! future degree!!!!! 



Admissions Process OverviewAdmissions Process Overview
II--20 Processing for F1 Visas20 Processing for F1 Visas
�� Departmental Personnel responsible for IDepartmental Personnel responsible for I--20’s should meet with Lydia 20’s should meet with Lydia 

Buckner for individual training.Buckner for individual training.

�� II--20’s for incoming graduate students are generated by Graduate 20’s for incoming graduate students are generated by Graduate 
Admissions, not OIEAdmissions, not OIE

�� Applicant must provide proof that they have one full year’s tuition, fees and Applicant must provide proof that they have one full year’s tuition, fees and 
expenses on deposit in “liquid” funds.  Certified bank documents are expenses on deposit in “liquid” funds.  Certified bank documents are 
required.  If the applicant is being sponsored by an individual, a letter of required.  If the applicant is being sponsored by an individual, a letter of 
sponsorship signed by the individual must accompany certified bank sponsorship signed by the individual must accompany certified bank sponsorship signed by the individual must accompany certified bank sponsorship signed by the individual must accompany certified bank 
documents showing that the sponsor has the appropriate amount of documents showing that the sponsor has the appropriate amount of 
“liquid” funds on deposit.  Documents can be dated no more than 9 months “liquid” funds on deposit.  Documents can be dated no more than 9 months 
prior to the start date of the semester in which the applicant will enroll.prior to the start date of the semester in which the applicant will enroll.

�� Department submits “draft” IDepartment submits “draft” I--20 to Graduate Admissions with a copy of 20 to Graduate Admissions with a copy of 
financial documents used to verify the funds available attached.  If the financial documents used to verify the funds available attached.  If the 
department will be giving financial support, a copy of the offer of support department will be giving financial support, a copy of the offer of support 
must be included in the financial documents submitted with the draft Imust be included in the financial documents submitted with the draft I--20.20.

��

�� Graduate Admissions will verify the data on the draft IGraduate Admissions will verify the data on the draft I--20, make 20, make 
corrections or request additional documentation from the department, corrections or request additional documentation from the department, 
create the Icreate the I--20 and return it to the department.20 and return it to the department.

�� The Department will forward the IThe Department will forward the I--20 to the applicant.20 to the applicant.



Admissions Process OverviewAdmissions Process Overview

If an applicant wants to If an applicant wants to change majors or levels change majors or levels 
BEFORE registration closesBEFORE registration closes for their admit term, for their admit term, 
what do I do?what do I do?

DO NOT contact the Registrar’s Office.  These changes are DO NOT contact the Registrar’s Office.  These changes are 
handled in Graduate Admissions until Registration handled in Graduate Admissions until Registration 
officially closes.officially closes.officially closes.officially closes.

Compete a Departmental Request for Change and forward it Compete a Departmental Request for Change and forward it 
to Graduate Admissions.  If the close of registration is to Graduate Admissions.  If the close of registration is 
within two days, HAND DELIVER the form to Graduate within two days, HAND DELIVER the form to Graduate 
Admissions and it will be handled immediately. Admissions and it will be handled immediately. 

When registration closes, it is important that all parts of the When registration closes, it is important that all parts of the 
applicant/student record match.applicant/student record match.

IF REGISTRATION HAS CLOSED, CHANGES ARE MADE IN THE IF REGISTRATION HAS CLOSED, CHANGES ARE MADE IN THE 
REGISTRAR’S OFFICE ONLY REGISTRAR’S OFFICE ONLY –– NO CHANGE IS MADE TO THE NO CHANGE IS MADE TO THE 
APPLICANT RECORD, ONLY THE STUDENT RECORD.APPLICANT RECORD, ONLY THE STUDENT RECORD.



Imaging Imaging 
Graduate AdmissionsGraduate Admissions

WHAT DO IMAGED DOCUMENTS WHAT DO IMAGED DOCUMENTS 
TRIGGERTRIGGER??

�� ApplicationApplication
New Application List for Validation of DataNew Application List for Validation of Data

�� Bachelor’s Transcript Bachelor’s Transcript –– InternationalInternational
Creation ofCreation of Preliminary Evaluation RequestPreliminary Evaluation Request

�� Bachelor’s Transcript Bachelor’s Transcript –– US/Former GT US/Former GT 
Creation ofCreation of Action SheetAction Sheet



Imaging Imaging –– Graduate Graduate 
AdmissionsAdmissions

WHAT DO IMAGED DOCUMENTS WHAT DO IMAGED DOCUMENTS TRIGGERTRIGGER??

�� Permanent Resident CardPermanent Resident Card
Review for Evaluation of Citizenship ListReview for Evaluation of Citizenship List

�� Signed Preliminary Evaluation RequestSigned Preliminary Evaluation Request�� Signed Preliminary Evaluation RequestSigned Preliminary Evaluation Request
1.  Generation of Action Sheet1.  Generation of Action Sheet
2.  Process for Decline in BANNER2.  Process for Decline in BANNER

�� Signed Action SheetSigned Action Sheet
1.  Accept Decision1.  Accept Decision�� Generation of Institute           Generation of Institute           

Acceptance LetterAcceptance Letter
2. Decline Decision2. Decline Decision�� Process for Decline in        Process for Decline in        

BANNERBANNER



Imaging Imaging –– Graduate Graduate 
AdmissionsAdmissions

WHAT DO IMAGED DOCUMENTS WHAT DO IMAGED DOCUMENTS TRIGGERTRIGGER??
Departmental Request for ChangeDepartmental Request for Change
1.1. Cancellation of Old Application.Cancellation of Old Application.
2.2. Entry of New Application reflecting                 Entry of New Application reflecting                 

changes requested.changes requested.
3.3. IF prior acceptance section is signed, IF prior acceptance section is signed, 3.3. IF prior acceptance section is signed, IF prior acceptance section is signed, 

generates institute acceptance letter generates institute acceptance letter 
reflecting changes.reflecting changes.

4.4. IF prior acceptance section is NOT IF prior acceptance section is NOT 
signed, results in generation of new signed, results in generation of new 
preliminary evaluation OR action             preliminary evaluation OR action             
sheet sheet –– based on last action taken on based on last action taken on 
previous application.previous application.



Imaging Imaging -- DepartmentDepartment

�� Go to Go to www.gradadmiss.gatech.eduwww.gradadmiss.gatech.edu
�� Select “Department” TabSelect “Department” Tab
�� Select ToolboxSelect Toolbox



Imaging Imaging -- DepartmentDepartment

Functional Support StaffFunctional Support Staff
Getting ReportsGetting Reports

1 reports.gatech.edu
LOGIN

2

LOGIN

User Id and Kerberos 
password – same one 
used for email

Expand Public 
Folders

Expand Graduate 
Studies



Imaging Imaging -- DepartmentDepartment

Functional Support StaffFunctional Support Staff
Getting ReportsGetting Reports

33

4

Database = where data is stored

Name of Database is bprod = BANNER production

User ID

BANNER password



AppsInSystemAppsInSystem

TERM

Select from List

CAMPUS

Select from List



AppsInSystemAppsInSystem

DEPARTMENT

Select from List

Selections must appear in

MAJOR(S)

Select from List

Selections must appear in

right window



AppsInSystemAppsInSystem

TYPE

Use All Three

Selections must appear in

READMISSION

Yes/No

right window

RECOMMEND USING ALL 
THREE



AppsInSystemAppsInSystem

START DATE

Last End Date + 1 DayLast End Date + 1 Day

Example:  if your last
“end” day was 3/9, then 
your next “start” day 
should be 3/10.

END DATE

ALWAYS YESTERDAY



AppsInSystemAppsInSystem

GTID

TYPE    DEPT    MAJOR NAME LAST ACTION TAKENAPPLICATION DATE
AND 
WHEN

CITIZENSHIP

ACTIVE 
EMAIL

CITIZENSHIP

TRANSACTION 
ID

EVALUATION 
WITH  

GPA/DEGREE
MISSING

DOCUMENTS

OFFICIAL 
TEST SCORE

SOURCE 
CODE

OFFICIAL 
TEST SCORES

APPLICATION

NUMBER



AppsInSystemAppsInSystem

What does ADMIT STATUSWhat does ADMIT STATUS
tell you?tell you?

A0 = Accepted – Student Record Created

A1 = Accepted (Final OK) – No Documents Needed

A2 = Accepted (Not Final OK) – Missing Documents

G1 = Action Sheet Sent To Dept. – No Decision 
Reported

G2 = Preliminary Evaluation Request Sent To Dept.         A2 = Accepted (Not Final OK) – Missing Documents G2 = Preliminary Evaluation Request Sent To Dept.         
--No Request For Evaluation Received 

C1 = Cancelled – NO DECISION
C2 = Cancelled – Accepted – Did Not Enroll
C3 = Cancelled – Incomplete File
C4 = Cancelled – Other
C5 = Cancelled – Changed Term
C6 = Cancelled – Changed Major
C7 = Cancelled – Accepted – Applicant Declined Offer
C8 = Cancelled – Applicant Withdrew Application
C9 = Cancelled – Applicant Changed Level

X1 = Denied – Academic Qualifications
X2 = Denied – Low Language Scores
X3 = Denied – No Financial Support
X4 = Denied – Program Full
X5 = Denied – Other



Documents ScannedDocuments Scanned

Repeat Repeat Repeat

Select



Documents ScannedDocuments Scanned

TERM

Select from List

DEPARTMENTDEPARTMENT

Select from List

MAJOR

Select from List



Documents ScannedDocuments Scanned

START DATE

TYPE
Recommend All Three

START DATE
Last End Date + 1 Day

Example:  if your last “end” day was 3/9, 
then your next “start” day should be 3/10.

END DATE
“YESTERDAY”

Always stay one day behind to 
assure getting all documents 
scanned.



Documents ScannedDocuments Scanned

Start Date = 3/10/06

End Date = 3/11/06

Red documents scanned between start 
and end date – note this was a new 
applicant on 3/10.

Start Date = 7/25/06

End Date = 7/26/06

Red documents scanned between start 
and end date.  Note – duplicate document 
indicates updated version – likely final 
transcript.



Documents ScannedDocuments Scanned

�� You MUST develop a system You MUST develop a system 
and follow it.and follow it.

�� Suggestion Suggestion –– run this report first run this report first 
thing each morning thing each morning –– make make thing each morning thing each morning –– make make 
notation on desk calendar as to notation on desk calendar as to 
date/time report was run.date/time report was run.

�� Use this record to determine Use this record to determine 
your next “start” and “end” date.your next “start” and “end” date.
CONSISTENCY IS CRITICALCONSISTENCY IS CRITICAL
AND SAVES YOU TIME AND AND SAVES YOU TIME AND 

WORRYWORRY



Documents ScannedDocuments Scanned

�� It is not necessary to print out It is not necessary to print out 
EVERY document.  YOU don’t need EVERY document.  YOU don’t need 
all of them.  Save yourself time all of them.  Save yourself time –– be be 
selective.selective.

Example 1:  Financial Documents Example 1:  Financial Documents –– print only if you need to request an Iprint only if you need to request an I--20.  20.  
The images will be there if/when you need them The images will be there if/when you need them –– WAIT.WAIT.The images will be there if/when you need them The images will be there if/when you need them –– WAIT.WAIT.

Example 2:  Departmental Accept Example 2:  Departmental Accept –– You already have this one You already have this one –– you created it you created it 
and sent it to Graduate Admissions and sent it to Graduate Admissions –– no need to print it again!no need to print it again!

Example 3:  Permanent Resident Card Example 3:  Permanent Resident Card –– means nothing to you means nothing to you –– this is for the this is for the 
Registrar/Bursar Registrar/Bursar –– no need to print.no need to print.

REMEMBER REMEMBER –– YOU CAN ALWAYS GO BACK AND GET AN YOU CAN ALWAYS GO BACK AND GET AN 
IMAGE IF SOMEONE ASKS FOR IT IMAGE IF SOMEONE ASKS FOR IT –– THEY AREN’T THEY AREN’T 
GOING AWAY!!!!!!!!!  PRINT ONLY THE DOCUMENTS GOING AWAY!!!!!!!!!  PRINT ONLY THE DOCUMENTS 
NEEDED FOR MAKING AN ADMISSION DECISION.NEEDED FOR MAKING AN ADMISSION DECISION.



Additional Reports AvailableAdditional Reports Available

�� Special NonSpecial Non--Degree Applicant Tracking Degree Applicant Tracking ––
When it is necessary for Graduate Admissions to When it is necessary for Graduate Admissions to 
change someone who applied as a degreechange someone who applied as a degree--seeking seeking 
candidate to Special Noncandidate to Special Non--Degree Status, the person Degree Status, the person 
will be listed on this report.  If a change is made to will be listed on this report.  If a change is made to 
take them back to Degreetake them back to Degree--Seeking status, they will Seeking status, they will take them back to Degreetake them back to Degree--Seeking status, they will Seeking status, they will 
drop from the list.  If they originally APPLIED as drop from the list.  If they originally APPLIED as 
special nonspecial non--degree, they will not appear on this list.degree, they will not appear on this list.

�� Test Scores in BANNER Test Scores in BANNER –– Action Sheets are Action Sheets are 
often prepared before test scores have been often prepared before test scores have been 
received and, therefore, do not appear on the action received and, therefore, do not appear on the action 
sheet.  You may check for test scores at any time sheet.  You may check for test scores at any time 
using this report or by looking at the SOATEST form using this report or by looking at the SOATEST form 
in BANNER. in BANNER. 



WebXtender WebXtender 

Viewing Documents in BANNERViewing Documents in BANNER

Form
Insert 
GTID

Name Populates 
Automatically

Click Here to View 
Documents

DO NOT “page down” –
leave remainder of form 
BLANK



WebXtenderWebXtender

Viewing Viewing 
Documents in Documents in 
BANNERBANNER

�� From document List, doubleFrom document List, double--�� From document List, doubleFrom document List, double--
click on desired document to click on desired document to 
view.view.

�� To move between pages, To move between pages, 
use the list      button to use the list      button to 
advance the pageadvance the page

�� If there is only ONE page, If there is only ONE page, 
there will be no list button.there will be no list button.



WebXtenderWebXtender

Printing Documents Printing Documents 
in BANNERin BANNER

�� Select ALL Select ALL 
document(s) to be document(s) to be 
printed by checking printed by checking 
box beside each box beside each 
document in the list.document in the list.

�� Click on PRINTER Click on PRINTER 
ICON on tool bar.ICON on tool bar.

ALLALL pages of pages of ALLALL
documents print from documents print from 
your installed printer your installed printer ––
pages pages do notdo not need to be need to be 
opened on the screen.opened on the screen.



BANNER IMAGINGBANNER IMAGING
Not Using BANNERNot Using BANNER

Login Using BANNER User ID 
and Password

Double Click



BANNER IMAGINGBANNER IMAGING

�� Enter a QUERY by Enter a QUERY by 
typing in one or typing in one or 
more of the data more of the data 
fields in the list.fields in the list.

�� If GTID is used, no If GTID is used, no �� If GTID is used, no If GTID is used, no 
other data is other data is 
needed needed –– it is a it is a 
unique identifier.unique identifier.

�� “Wildcard” is “Wildcard” is **, , notnot
%%



BANNER IMAGINGBANNER IMAGING

�� To View To View –– doubledouble--
click on document click on document 
under “Document under “Document 
Type” in list Type” in list ––Type” in list Type” in list ––
Document opens in Document opens in 
viewing window.viewing window.

�� Move from page to Move from page to 
page by using the page by using the 
arrow buttons on the arrow buttons on the 
toolbar.toolbar.



BANNER IMAGING BANNER IMAGING -- PrintPrint

�� To Print, check the box in to To Print, check the box in to 
the left of the document the left of the document ––
you DO NOT need to open you DO NOT need to open 
the document.the document.
All Pages of the selected All Pages of the selected All Pages of the selected All Pages of the selected 
document will printdocument will print

�� Print Multiple Documents Print Multiple Documents ––
check all you want to printcheck all you want to print

�� Select the print icon from the Select the print icon from the 
toolbar above the listtoolbar above the list

If you are missing any icons in the toolbar 
across the top – contact your CSR and ask 
them to install ActiveX.



YOUR DAILY ROUTINEYOUR DAILY ROUTINE

�� Run Run Documents ScannedDocuments Scanned

Look for new applications Look for new applications –– GA_APPLICATION in GA_APPLICATION in red red –– this is a this is a 
new application that has been added since you last ran this new application that has been added since you last ran this 
report.report.

Look for all new documents (in Look for all new documents (in redred ) ) –– make a decision about make a decision about Look for all new documents (in Look for all new documents (in redred ) ) –– make a decision about make a decision about 
printing printing –– REMEMBER, YOU DON’T NEED THEM ALL!!!REMEMBER, YOU DON’T NEED THEM ALL!!!

�� Using Using WebXtenderWebXtender from inside from inside 
BANNER or BANNER or BannerImagingBannerImaging, , printprint
the documents you have selected as the documents you have selected as 
necessarynecessary..

�� Create or Add To your applicant’s Create or Add To your applicant’s 
file.file.



PERIODICALLY . . . .PERIODICALLY . . . .

�� Run Run AppsInSystemAppsInSystem –– You must determine You must determine 
how often to do this based on the size of how often to do this based on the size of 
your program.  However, your program.  However, at leastat least once once 
each week is strongly suggested.each week is strongly suggested.

Using this report, review Using this report, review “Admit Status”“Admit Status” to to Using this report, review Using this report, review “Admit Status”“Admit Status” to to 
see what action see what action you needyou need to take . . .to take . . .
A.  Return an Action SheetA.  Return an Action Sheet
B.  Return a Preliminary EvaluationB.  Return a Preliminary Evaluation
C.  Send a Departmental Request for ChangeC.  Send a Departmental Request for Change
D.  Contact an Applicant for Missing DocumentsD.  Contact an Applicant for Missing Documents
E.  Other?E.  Other?



ALERT!  ALERT!  ALERT!ALERT!  ALERT!  ALERT!

Documents should not be sent directly Documents should not be sent directly 
to the department.  to the department.  This will slow This will slow 
down the processing of applicationsdown the processing of applications.  .  
Mailing Instructions give the correct Mailing Instructions give the correct 
information.  information.  information.  information.  

If you receive original documents, If you receive original documents, 
immediately send them to Graduate immediately send them to Graduate 
Admissions for processing.Admissions for processing.



ALERT!  ALERT!  ALERT!ALERT!  ALERT!  ALERT!

On On AppsInSysAppsInSys –– watchwatch application date application date andand
last action taken and date.  last action taken and date.  

Generally, documents are received soon after Generally, documents are received soon after 
the application date.  If more than 3 weeks the application date.  If more than 3 weeks 
elapses, you should send your applicant an elapses, you should send your applicant an 
email reminding them to send their email reminding them to send their 
documents.  documents.  
email reminding them to send their email reminding them to send their 
documents.  documents.  

Graduate Admissions is sending reminders Graduate Admissions is sending reminders 
periodically as well periodically as well –– but are processing but are processing 
12,000 applicants 12,000 applicants –– you have a relatively you have a relatively 
smaller number to monitor.  smaller number to monitor.  Applicants are Applicants are 
not eligible for consideration for admission not eligible for consideration for admission 
by the institute OR department until by the institute OR department until 
documents are received and processed.documents are received and processed.



Other ToolsOther Tools

�� Encourage Applicants to use Status Checking at Encourage Applicants to use Status Checking at 
www.gradadmiss.gatech.eduwww.gradadmiss.gatech.edu to check the status to check the status 
of their application and letters of of their application and letters of 
recommendations.  This information is updated in recommendations.  This information is updated in 
“real time” with BANNER and Imaging and is the “real time” with BANNER and Imaging and is the 
most accurate information available most accurate information available –– SAVES SAVES 
ANSWERING EMAILS AND PHONE CALLS!!!!!ANSWERING EMAILS AND PHONE CALLS!!!!!ANSWERING EMAILS AND PHONE CALLS!!!!!ANSWERING EMAILS AND PHONE CALLS!!!!!

Applicants receive an email immediately after they Applicants receive an email immediately after they 
apply giving them this instruction apply giving them this instruction –– but but 
sometimes they need to be reminded where to sometimes they need to be reminded where to 
locate status checking.locate status checking.



Coming Soon !Coming Soon !

�� Database ManagerDatabase Manager
NewNew systemssystems areare currentlycurrently underunder reviewreview thatthat willwill givegive thethe

departmentsdepartments andand administrativeadministrative officesoffices accessaccess toto applicantapplicant
informationinformation onon aa conciseconcise websitewebsite outsideoutside ofof thethe BANNERBANNER
systemsystem.. ThisThis systemsystem willwill alsoalso allowallow facultyfaculty toto exchangeexchange
comments,comments, notes,notes, etcetc.. amongamong themselvesthemselves regardingregarding admissionsadmissions
decisionsdecisions duringduring reviewreview processprocess..

GraduateGraduate StudentStudent TrackingTracking�� GraduateGraduate StudentStudent TrackingTracking
NewNew systemssystems areare currentlycurrently underunder reviewreview thatthat willwill tracktrack graduategraduate

studentsstudents throughoutthroughout theirtheir graduategraduate careercareer allowingallowing departmentsdepartments
andand administrativeadministrative officesoffices toto reviewreview thethe progressprogress andand statusstatus ofof
graduategraduate studentsstudents atat anyany timetime.. ItemsItems suchsuch asas comps,comps, admissionadmission
toto candidacy,candidacy, fundingfunding sources,sources, thesisthesis titles,titles, abstracts,abstracts, committeecommittee
makemake--up,up, etcetc.. willwill bebe includedincluded inin thisthis conciseconcise webweb basedbased systemsystem..

�� SelfSelf--Service Enhancements Through Service Enhancements Through 
Oscar/Oscar/BuzzportBuzzport



AdmissionsAdmissions
ProcessProcess

CONTACT US IF YOU NEED HELPCONTACT US IF YOU NEED HELP

GRADUATE ADMISSIONSGRADUATE ADMISSIONS
404404--894894--16101610


